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Summary of Contracts by Selection

Click on this link to use the search screep’ sheywn below. The first three boxes allow the
user to select any item in the drop down’box. Thefourth drop down box allows the user
to determine the report format.

Select Agency Sub Unit Name; Select Contract Type and Select Contracting Method.
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The report returns to fill the screen and looks like that shown below.
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Click on the Save item in the File menu. The system automatically knows
that the data is in Excel format.
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Type in a name for this new Excel file and identify the location where you
would like the file saved.
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2. Click on the gray button Get Report. The report returns to fill the screen and looks

like that shown below.
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This data can be saved }
for the excel file.
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Save buttgn in the Save Web Page window.

puter support for additional assistance if needed.



